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1. This memorandum contains 2 recommendation that NIVAVE
be promoted from GS-04 to §S~05.
STAT
z’rTTSfaf?TJwas assigned to Operations Technology Divisfon from :
the Clerica ng Branch pool 1n April of 1976. Immediately after

beginning work with this division, she requasted training to increase her
shorthand proficiency at a local State Department facility. Following
completion of that refresher course, she successfully passed the Agency
shorthand test and upgraded her title from Clerk-Typist to Clark-Stenographer.
Since that time, she has continued to improve her dictatfon and transcrip-
tion skills with on-the-job experience. In addition, Miss Jones quickly
mastered the Mag Card I typewrdter through a self-training program while
carrying out her assigned dutfes. Similerly, she made a rapid transition

to the Mag Card II machine when 1t was installed in this office. At the
present time, she 15 considered OTD's “resident expart” on both mag

card typewriters. ‘
ha STAT-
s

3. also quickly adapted to the vocabulary and unique
brand of typing found 1n an engineering office. She s a fast and
accurate typist and can quickly uce both draft and final copy of
very difficult materfa), 1 tion to learning the Agency's standard STAT
Ms acquired the skills mecessary for

typin Tengthy toc | papers produced 1n this diviston. Many
. of t.hgu_ PapeTs contain squations, dharts, and Sraphs; and she has -
-d}splugﬁ; Wth creativity and ,.tim throughout nuxerous rewrites
- of very

of very tachnica] materfal. A1 fn 411, her work fn this area has -
besn outstanding. S e Pl
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SUBJECT: % Promotion STAT

ntisuing affort .jwron her skﬂl: ia gnmtfeff} | |
Lonstructions rl ctuation, Mis . ‘I -
‘Tme) -colirse 1"‘,,"’& gpoms 5?’ ice t,‘onn,ui%ﬁ”nm

_, ij‘-mmﬁ !‘mmmg $o’ nnrm in;m |
0ffared 1 May. ~In taking 1 urses, ﬂup m 3 gnt . STAT
7 B The pnt m‘iu wonths have ndequatﬂy‘ﬂemnsmtcd STAT -
abflity to perform her assigned dutfes at a level commensurate with a
65-05. For these reasons and her obvious willingness to extend herself vf.
in career development, I recommend you approve her promotion from 6S-04 s
to GS-05. ‘
STAT
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